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This instruction implements policies contained in AFMC PD 3Bdporting and Protocol Arrangements

for Distinguished Visitorslt establishes procedures for reporting and making protocol arrangements for
distinguished visitors (DV). It applies to all Headquarters Air Force Materiel Command (HQ AFMC) and
AFMC field units. For detailed instructions refer to the HQ AFMC Protocol website “DV Notifications
(Info & Database).” then “Distinguished Visitor (DV) Visits” at https://www.afmc-mil.wpafb.af.mil/
HQ-AFMC/CV/cvp.

SUMMARY OF REVISIONS
Replacement of AFMC Form 698 with web-based DV Notification Report.

1. Distinguished Visitor (DV) Explained.

1.1. Members of the Executive branch of government including: the President; Vice President; mem-
bers of the Cabinet and their staff members; the Secretary, Deputy Secretary and Assistant Secretarit
of Defense; Secretaries, Under Secretaries, and Assistant Secretaries of all services and heads of fe
eral agencies and departments.

1.1.1. General/flag officers and equivalent civilians of all services. Retired general/flag officers
and equivalent civilians.

1.2. Members of the Legislative Branch of government including members of Congress, their per-
sonal staffs and professional committee staff members.

1.3. Members of the Judicial Branch of government including members of the Supreme Court and
various federal judges.
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1.4. Foreign nationals of general officer grade, and civilians holding positions equivalent to, or higher
than, those mentioned in paragraphs 1.1, 1.1.1, 1.2, and 1.3.

1.5. Foreign nationals (military and civilian) serving in diplomatically accredited positions with for-
eign embassies in the United States.

1.6. State governors, chief executive officers of major corporations, nationally prominent citizens,
and other visitors who, in the opinion of the commander concerned, are of such stature, or whose pur-
pose is such, that their presence should be reported to the AFMC commander.

1.7. DV codes are as follows:
1.7.1. DV-1. The President of the United States or the head of state of a sovereign nation.

1.7.2. DV-2. The Vice President of the United States, service secretaries, cabinet and congres-
sional members, Supreme Court Justices, service chiefs of staff, and certain others. Refer to the
DoD Table of Precedence for a complete listing of those positions which are considered DV-2.

1.7.3. DV-3. Four-star generals and equivalent.
1.7.4. DV-4. Three-star generals and equivalent
1.7.5. DV-5. Two-star generals and equivalent.
1.7.6. DV-6. One-star generals and equivalent.

2. Reporting Distinguished Visitors.
2.1. DVs visiting AFMC Headquarters.

2.1.1. Directorates will appoint an individual who will report all DVs visiting their directorate to
HQ AFMC, Command Protocol (HQ AFMC/CVP).

2.1.2. Directorates will report DV information on the DV Notification Report found on the HQ
AFMC Protocol website at least two weeks in advance of the visit, or as soon as the reporting
office is informed about the projected visit. DV notifications should be submitted no later than
every Wednesday by 1600 (Eastern Standard Time). Information not available at the time of
reporting should be updated using the DV Notification Report as soon as the information becomes
available. On short-notice visits, no matter what the time frame, report the DV information
promptly. Include the following information in the DV Notification Report:

2.1.2.1. Full name, “go-by name,” rank, duty title or position, DV code, the DV’s organiza-
tion and location, a point of contact from the DV’s organization to include phone number.
Also, note if spouse is accompanying, include spouse name and “go-by” name.

2.1.2.2. Dates of visit, include arrival and departure dates/times, if known. If arrival and
departure information is not immediately known, report what is known and update with con-
firmed information as soon as it becomes available.

2.1.2.3. Purpose of visit, be clear and specific. If you use an acronym, provide the definition.

2.1.2.4. Provide itineraries on all DVs at the three-star level (DV-4) or higher, such as a Cab-
inet and Congressional members, ambassadors, governors, etc. (See DoD Table of Prece-
dence.)
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2.1.2.5. Report mode of travel, for example, military air, commercial air, privately owned
vehicle (POV), etc.

2.1.2.6. Report the office of primary responsibility (OPR), the project officer's name, office
symbol, and telephone number. Provide the name and telephone number of the escort officer,
if applicable.

2.1.2.7. Report lodging arrangements, if required. If the DV is staying in the VOQ, HQ
AFMC/CC/CVICD will be given the opportunity to send a welcome note to be placed in the
visitor's room.

2.1.2.8. If any of the above information is not known at the time of reporting, submit the
information as soon as it is known using the DV Notification Report.

2.1.2.9. Submit a DV Notification Report immediately when the visit is canceled or changed.

2.1.2.10. HQ AFMC/PK should be notified when a chief executive officer (CEO) wants to
visit either AFMC/CC/CV/CD.

2.2. DVs visiting AFMC field units.

2.2.1. Each field unit director will appoint an individual who will report to the local protocol
office the DVs visiting the field unit.

2.2.2. Information for DVs visiting AFMC field units should be entered into the HQ AFMC Pro-
tocol database by the field unit protocol office. The field unit protocol office will combine the
field director’'s DV information and report information to HQ AFMC/CVP two weeks in advance

of the visit, or as soon as the field unit director or the protocol office is aware of the DV visit. The
unit protocol office will input the information into the HQ AFMC Protocol database no later than
every Wednesday by 1600 (Eastern Standard Time). After Wednesday by 1600, updated DV
information should be entered into the HQ AFMC Protocol database and a courtesy phone call to
HQ AFMC Protocol to advise of the update so they can make the necessary corrections to the
report.

2.2.3. The appointed field unit individual will report the information contained in paragraphs
2.1.2.1 through 2.1.2.7. Report the information using the on-line access to the HQ AFMC Protocol
database.

2.2.4. If any of the above information is not known at the time of reporting, inform the local pro-
tocol office as soon as the missing information becomes available so they can update the Protoco
database. On short notice visits, no matter what the time frame, report the DV information in the
Protocol database as soon as possible.

2.2.5. Notify the field unit protocol office IMMEDIATELY when the visit is canceled, so they
can update the Protocol database. If time does not permit, notify HQ AFMC/CVP directly.

3. Weekly (Thursday) Distinguished Visitor report for AFMC/CC/CV/CD. HQ AFMC/CVP will

compile DV information from the HQ AFMC directorates and field units. The following information will

be reflected on the report prepared by CVP: Date of visit, name and also “Go-by” name, grade, DV code
and title of visitor, purpose of visit, billeting information, and office of primary responsibility (OPR).

4. The OPR is the office having primary interest in the visitThe OPR will appoint a project officer
who will complete visit arrangments and coordinate all visit activities with appropriate offices. The
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project officer may also be requed to work clasely with other external diices as required. The project
officer may wart to appointan escort officer, as appropate.

4.1 The prgect officer for any DV will do whatever is requesteddtsuppat the vsit. The duties will
vary from visit to visit, but for almast any vist the following duties will be reqeed:

4.1.1 WhenDVs arrive at lase @erations, a saior officer/civilian shaild grest the DVs. The
project officer and ecort officer shoud be there as welllhe local potocol office will help you
detemine the rark of the greeter.

4.1.2 Createthe itingary with transmrtation arangenents included; plan and pepare the Inief-
ing agenda; prepare intered items and list of attendees; mntact all other intemal/external staff
offices to shedule vsits or briefings; prepare other necessary bakup information of interest to
the DVs, briefers or oher pe@le invdved n the visit; and reserve equired neeting rooms and
equipmentReserve roomdor social activities, as appropate.

4.13. At the requestf the DV, schedule a courtesyisit with the commanderice commancr,
or executive dector (CC, CV, CD).

4.1.4. Arrangelodgng & the VOQ or off-basefacility. Lodging arangementsfor DV-6 and
above will be made through protocol. The DV reservation process may differ at each protocol
office. Contact youlocd protocd office for detils.

4.15. Make transportation arrangements with the base notorpool. Provide the escort officer a
copy of the transportatisstheduleand itineray.

4.16. Reserve p&king slots,as appopriate.

4.1.7. Plansocial functions for DVs. Work closely with protocol in planning, organizing, and
scheduling functions.

4.18. Prepae welcome packagesfor al DV's, asrequired.
4.1.9 When the civian mediais expectedo beinvolved wit your visit, notify Public Affairs.

4.2. The escarofficer for DVswill perform dutiesas outlined by the project fiicer. Dutieswill vary
from vigit to visit, but the following dues will be required fo ailmost any v&it. For additional escort
information,refer b the HQ AFMC Protocol Egort Guide found on te HQ AFMC Protocol welte
(http s://Iwww.afmc-mil.wpafb.af.mil/HQ-AFM C/CV/cvp). The field unit protocol offices should
have & escortguidetailored totheirlocal community.

4.2.1 Corsult with HQ AFMC/CVP for advice a appopriak protocd policies.

4.2.2 Coordinate wth the project officer on agenda, lodging, and transportation requirements.
Obtaina copy of the transportaiton request. Be famir with theDV’s biographical infamation.
Confirm daily trangortation requirements/scheduleswith motorpool. If major changesoccur,
notify the poject officer if time permits; otherwi® notify the other people invodd in the visit.
Pick up two VOQ room keys. Check VOQ ropmake sure yocan operroom door easilyWhen
you meetthe DV at base operations give him/heneVOQ room key.Keep the otheroom key
yourself soyou can have a@ssto the DV'sroom. You may eed to mak specid arrangements
for the luggage.

4.2.3 Med theDV at base operationkoad theluggage inb base ransportation and tarnsport to
the VOQ or civilian lodging.
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4.24. Escorting tle DV to quarters. Provide thvisitor with a copy of tte DV package o include
agendafransportatia schedulesard any kiiefing chats, as appropate. Reviewtheitineray to
ensure th DV understandghe vist plan.

4.2.5 Accompany the DV (ride an base tansportaiton) © all official functiors, as requiredand
advise the projed officer andthe DV of aty changs. The prgect officer will coordinate all
changesvith affected st offices.

4.2.6 Confirm DV’s flight information.

4.27. Prior to DV departte check withthe VOQ dfice to ersure lodging and beverage aes
havebeen jid. If not, present the bil to theDV'’s aide ord the DV, asappropriate.

4.2.8 EnsureVOQ key is tuned n and luggageetc., is loadé into the transportatia vehicle.

4.2.9 Accompany DV to base operations arensureluggage is loaded on b the aireaft. Do not
leavethe facility until the aircrét has departed.

LESTER L. LYLES, Genera, USAF
Commander



